Date DEC 2022 
Dear Sirs/Madam: 


It is with great interest that I am forwarding my resume for within your Organization. I am 
familiar with the responsibilities of the job description. I have experience in the same field which 
matches my competencies and education needed for the position. 


Accepting challenges is the foundation of my life experiences and something I do with 
confidence. You will find me a totally committed individual with pride in being direct, 
spontaneous and communicative. 


My Financial & Laedership skills are developed and have allowed me to spontaneously interact 
with ethnic diverse populations and all age groups. I am a motivator and organizer and these 
skills have enabled me to effectively defuse problem situations. 


I am as a detailed-oriented individual determined to excel, with proven organizational, 
Financial,communication, and leadership skills that are necessary to transform concepts into 
operating realities. With a keen eye to detail and strong time management abilities, I offer my 
Financiala,dministrative and communicative skills that would transfer to many other 
environments. 


I believe that I have a great deal to offer your organization and that I have the ability and 
determinations to perform well in the position you are offering. I am a team player and an active 
contributor. With my maturity and skills, I believe that I have the abilities to embark a career in 
your organization. I look forward for your response. 


From my resume you will gather the facts about my success as an educator, facilitator, 
coordinator and a manager with multi-functional qualities which will ultimately benefit the 
organization of my interest. I am confident, creative and enthusiastic person with a diverse range 
of Fiancial, administrative & communication experience outgoing with strong and effective 
organizational and Fiancial,communication skills, good team player and able to use with own 
initiative to achieve organizational objectives. 


Please take the time to review the aforementioned credentials, I firmly believe you will find them 
to meet the needs of your organization, and I am confident my contribution to your organization 
will prove to lasting, if given the opportunity. 

Thank you for your time and consideration. 


Sincerely yours 


Ghulam Umar Kalhoro 


Ghulam Umar 


Village .Hafiz Mir Muhammad Kalhoro 
P/O.Dhotra Panhwer Dadu 
Umar.sead.org.pk @ gmail.com 
Cell # .03002418189 


Extensively Experienced & goal oriented Administration & finance professional with a 
Demonstrated track record of leading the preparation & analysis financials reports to 
Summarize and forecast financial position. Proven expertise in driving efficiency& 
productivity through evaluation of financial management systems and Implementation of 
Process improvements .Talented leader directing highly skilled financial management 
teams to support achievement of overall corporate goals and objectives. 


Position: Assistant Accountant 
Location: District .Dadu. Badin & Tando Muhammad Khan 
Tando Allahyar & Matiari 
Duration: March-2014 to 28-02-2019 
Project: Construction of Low Cost Housing Units (SBBHC) 
Organization: Sustainable Economic and Agriculture Development Foundation 
(SEAD FOUNDATION) 
Responsibilities: 


Carried out general ledger functions, include account analysis & reconciliation ,journal 
entries .prepared financial statements closed & prepared monthly financial statements and 
audit reports .performed monthly account reconciliations and monitored general ledger 
transactions worked in collaboration with controller to ensure accuracy and integrity of 
financial information in support of overall business objectives. 


Recommend payments after checking of required documentation. 

Manage inventory and cash of regional office. 

Ensure timely reporting of financial matters to head office. 

Manage all logistic and administration support for program related activities. 
Manage attendance record of regional office and report to head office on monthly basis. 
Ensure proper management of vehicle through monitoring of log book, fuel and 
maintenance expenses. 

Monitor financial aspects of self-implemented SEAD Foundation 

Financial and administrative appraisal of new SEAD Foundation partners. 

Manage and maintain an effective filing system at regional office. 

Ensure maintenance of office facilities. 

Check security arrangement of office premises and ensure safety of office and staff 
Ensure provision of utility services in the office 

Negotiates service agreements with vendors 


VVVVVVV VVVVV WV 


PROFESSIONAL QUALIFICATIONS 


e M. com (Finance) 2010 
e B.com (Accounting) 2009 


e From: University of Sindh Jamshoro,Sindh,Pakistan. 


PERSONAL DATA 


Father’s name 
CNIC. # 

Date of Birth 
Marital Status 
Nationality 
Religion 


COMPUTER SKILLS: 


Hafiz Muhammad Khan 
41303-9035194-1 
15-12-1982 

Married 

Pakistani 

Islam 


> One year Diploma in Information technology -SBTE Karachi.-2002. 


Experties: Windows 10 professional, MS-office-7 & Internet Bowsing. 


REFERENCES: 1. Ghulam Shabir kori —President 


Sustainable Economic and Agriculture Development Foundation 
SEAD Foundation-Hyderabad 
Cell.# 3332504061. 


2. Abdul Jabbar Bhatti- Executive Director 


Institute For Social Change (ISC) 
Cell.# 0334-5195184 


